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1. PURPCSE

To prescribe policies to control Marshall Space Flight Center
(MSFC) - funded notion picture, audio, television, and interactive
mul ti medi a productions, including those produced for NMSFC

organi zati ons by contractors.

2. APPLICABILITY

This Directive applies to all organizational elements of MSFC
regardl ess of |ocation.

3. AUTHORITY

NPD 1383.1, “Rel ease and Managenent of Audi ovi sual Products and
Servi ces”

4. APPLI CABLE DOCUMENTS

MSFC Form 2325, “Request for Audiovisual Production” (conputer
gener at ed)

5. REFERENCES
None
6. DEFI NI TI ONS

a. Audiovisual (AV) Production. For the purposes of this
docunent, an AV production is any unified presentation, devel oped
according to a plan or script, containing visual inmgery, sound,
or both, and used to convey information. Audiovisual productions
include slide sets, filmstrips, notion pictures, television,
audi o recordings, and interactive nultinmedia conbinations,

i ncluding those rel eased on digital nedia such as |aser disks or
whi ch require a conputer for playback and exist solely in digita
formats, such as CD- ROWS.

b. MSFC Audi ovi sual Review Board. Appointed nanagers are to
ensure that AV productions neet acceptable standards for quality,
are justified based on need, are not unnecessarily duplicated

el sewhere within the Agency, and neet all Agency policies.
Menmbership on the board will include the Center Associate
Director, Institutional, as Chairperson; the Director, Custoner
and Enpl oyee Rel ations Directorate, as Vice Chairperson;
Director, Engineering Directorate; Mnager, Information Services
Departnent (1SD); Director, Flight Projects Directorate; and
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Manager, Education Progranms Departnent. The Chairperson shal
determ ne whet her nmenbers present are sufficient to constitute a
guorum A specialist appointed by the Customer and Enpl oyee

Rel ations Directorate will serve as Executive Secretary to the
MSFC AV Revi ew Boar d.

7. POLICY

The Center policy is to produce by the nbost econom cal neans
rel evant AV productions on MSFC activities and subjects when
required for informational, educational, operational, or
managenent pur poses.

8. RESPONSI BI LI TI ES

a. Requests for Audiovisual Productions

Al'l requests for the devel opnment of AV productions will be
submtted on MSFC Form 2325, Part 1, to the Executive Secretary,
MSFC AV Revi ew Board, Governnent and Community Rel ations, PRIOR
TO ANY WORK BEI NG | NI TI ATED BY MSFC EMPLOYEES OR ANY CONTRACTOR
The Information Services Departnent, Operations G oup, wll

assi st requesters in devel oping the estinmated schedul es and
production costs which is Part 2 of MSFC Form 2325 and nust
acconpany Part 1. |If, after script devel opnent, the Qperations
Group determ nes the costs nay exceed those estimted at

i nception of the project, the additional costs nust be approved
by the AV Revi ew Board before proceeding with the production
Requests for AV productions nmust be signed by the responsible
Directorate Head, Project/Program Ofice Manager, or Staff Ofice
Di rector.

b. Approval of Requests for Audiovisual Productions

(1) Director, Custonmer and Enpl oyee Rel ations Directorate:
Requests for devel opment of all AV productions will be reviewd
by the Director, Custonmer and Enpl oyee Rel ations Directorate, who
wi |l have discretionary authority to approve products when he/she
can determne (1) a need exists for a product to conmuni cate a
specific nmessage to clearly defined audi ences; (2) the effective
medi um has been proposed to reach the intended audi ence; (3) no
exi sting production can neet the need; and (4) the cost of the

i nt ended production is reasonabl e considering the nessage and
proposed audience. |If a product does not neet one or nore of
these criteria, it nust be reviewed by the full AV Revi ew Board.

(2) Director, Custoner and Enpl oyee Rel ations Directorate, may
not approve any request which does not clearly neet one or nore
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of the stated criteria in paragraph 8.b.(1). The full MSFC AV
Review Board will review such requests and any others the
Director, Custoner and Enpl oyee Rel ations Directorate, chooses to
refer. Once a request has been approved, the AV Revi ew Board
Executive Secretary will at once informall nenbers of the Board.
| f any board nenber objects to an approval within 5 working days
of the notification, the production will be stopped and the
request in question will be placed before the full board for
consideration at the next regularly schedul ed neeting.

(3) If arequest is for a production estinmated to exceed
$25,000, it nust be brought before the full AV Review Board for
approval .

(4) Director, Procurenent Ofice; Minager, Information Services
Departnent; and Director, Custoner and Enpl oyee Rel ati ons
Directorate: MSFC organi zations responsi ble for the devel opnent
of AV productions will ensure that no AV productions are
initiated or rel eased for use unless acconpani ed by an MSFC Form
2325 approved and signed by the AV Review Board. The Procurenent
Oficer will ensure that all new contracts issued after the
effective date of this revision that contain AV requirenents wll
foll ow the scope of this MPD

(5) Al other organizations will ensure that enpl oyees or
contractors are not tasked to produce AV productions w thout
approval of the MSFC AV Revi ew Board.

c. Audiovi sual Excl usions

The follow ng AV productions are excluded from AV Board
approval / process:

(1) Docunentary Material: Photography or audio recording for
docunent ati on purposes is excluded. Docunentary footage may be
edited for length or technical subject matter w thout forma
approval, as long as the resulting material is not used to tell a
story or convey a nessage and has no indicators of an

i nformati onal AV production.

(2) News and Exhibit Products: Video news rel eases or short

vi deo productions for the exhibit program are excluded provided
t hey are approved by the Manager, Media Rel ations Departnent, or
hi s/ her desi gnee.

(3) Training Products: Training products are excluded provided
the Director, Custoner and Enpl oyee Rel ations Directorate, or
hi s/ her desi gnee approves them
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d. Audiovi sual Production and Distribution:

(1) After a production request has been approved, nanagenent of
the production is the responsibility of the Operations G oup,

| nformati on Services Departnent, or the contractor designated to
provi de the AV product. This includes determ ning production
processes and techni ques. The approving official wll assign an
i ndi vi dual nmenber of the board for script review at tinme of
approval of production.

(2) Requesting organizations are solely responsible for the
content of productions including scope, approach, philosophy,
policy, objectives, and technical accuracy as well as accuracy of
script content. Consequently, approval by the head of the
requesting organization is required and will be secured in
witing by the Operations Goup prior to screening for final
board approval .

(3) At the tine the production is in final formand has been
approved by the head of the requesting organization, the AV

Revi ew Board will review and approve the product at its next

regul arly schedul ed neeting. No AV production will be issued for
any use prior to board approval and no MSFC AV production will be
presented to the public without prior release by the Custoner and
Enpl oyee Rel ations Directorate.

9. RECORDS

Si gned MSFC Form 2325 will be maintained by the Executive
Secretary of the AV Board.

M nutes of the AV Review Board will be maintained by the
Executive Secretary.

10. MEASUREMENT

None
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11. CANCELLATI ON
MPD 1394. 1D dat ed Novenmber 22, 1999

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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